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1. INTRODUCTION

Welcome to the NMCI Outlook Web Access (OWA) service. This guide provides information on
how you can access your Outlook mail, calendar and other items from the Internet.

Note to Laptop Users: You can use OWA to access Outlook while away on travel. However,
you must first ensure the Remote Access Service (RAS) is configured on your laptop so that you
can connect to the NMCI network. (For more information view the RAS Getting Started Guide
and the RAS User’s Guide at http://www.eds.com/nmci/transition.htm#RAS).

1.1 WHY USE INTERNET EXPLORER WITH OWA?

To take full advantage of OWA features, you should use Internet Explorer 5.0 or later. Although
other browsers will work, certain features and functions are only available with Internet Explorer
5.0 or later. Using the recommended browser enables you to properly perform all desired tasks.

1.2 USEFUL INTERNET EXPLORER TIPS FOR NETSCAPE USERS

If you are a Netscape user and you need help with Internet Explorer, you should review the Tips
for Netscape Users Help topic. This topic includes a list of Netscape terms translated to Internet
Explorer terms. The topic also includes information on how to use Navigator shortcuts in
Internet Explorer. To access the Tips for Netscape Users Help topic, follow the steps below.

1. Double-click on the Internet Explorer icon (shown below) on your desktop. Internet Explorer
launches and your default home page displays.

P |

Internet
Explorer

Exhibit 1 Internet Explorer Icon

2. Select Help from the menu bar. The Help menu appears.

3. Select the For Netscape Users option. The Help topic titled, Tips for Netscape Users
displays.

4. Read the information.

2. ACCESSING OWA

You cannot access OWA unless you have performed the following steps:

1. Obtain a certificate and Personal Security Password (PSP). (See the document titled,
“Obtaining a Certificate and Personal Security Password” from your site manager.)

2. Import the certificate and PSP into the Internet Explorer browser installed on the
workstation you will use to access OWA. (Users should refer to the OWA Quick Reference
tri-fold, which can be obtained from your site manager. Please note that a tri-fold exists for
each different domain. Make sure you obtain the tri-fold that corresponds with your domain.)

Once you have performed the above two steps, you may proceed to the next section to log into
OWA.
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3. LOGGING INTO OWA

1. Double-click on the Internet Explorer icon (shown below) on your desktop.

. |

Internet

Exhibit 2 Internet Explorer Icon

Internet Explorer launches and displays your default home page.

Eadmime

Exhibit 3 Internet Explorer Default Home Page
2. Click in the Address field of the browser.
3. Delete the address in the Address field.

4. Type the following address in the Address field. (Be sure to type the address exactly as it
appears.) https://webmail.nmci.navy.mil

5. Click on the Go button or press the Enter key on your keyboard. Once the site is reached, the
Enter Network Password dialog displays.

6. Click in the User Name field. Type your domain backslash and your NMCI user name. For
example, Joe User’s user name is joe.user and his domain is nmci-isf. Therefore, Joe must
enter the following in the User Name field: nmci-isf\joe.user

Note: If you do not know what domain you are assigned to, you can call the NMCI Help
Desk at 1-866-The-NMCI. A Help Desk agent can tell you your assigned domain.

7. Click in the Password field and type your NMCI password.

Important: Do not click on the Save this password in your password list checkbox. This
checkbox should be left unchecked to keep other users from accessing your mailbox.

8. Click on the OK button.

9. Wait while you are connected to the mail server. Once connected, the main OWA window
displays.
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Exhibit 4 Main OWA Window

You may now perform the tasks in this guide.

3.1 LOGGING OUT OF OWA

1. Select File from the Internet Explorer menu bar. The File menu appears.
2. Select Close. The Outlook Web Access window closes.

Important: If you have more than one Internet Explorer window open, you must close all of
the Internet Explorer windows to securely log out of Outlook Web Access.

4. ABOUT THE MAIN OWA WINDOW

When you launch OWA, the main OWA window displays.

Exhibit 5 Main OWA Window

The left side of the window includes two buttons: Shortcuts and Folders.
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Exhibit 6 Shcﬁcuts Button & Folders Button

e Shortcuts Button — By default, the options under the Shortcuts button display when you
launch OWA. The available shortcuts include Inbox, Calendar, Contacts and Options. These
shortcuts provide quick access to the corresponding folders. For example, the Inbox shortcut
opens the Inbox folder. The Calendar shortcut opens the Calendar folder, etc.

¢ Folders Button — To view your available folders, click on the Folders button. The Folders
button opens your Calendar, Contacts, Deleted Items, Drafts, Inbox, Notes, Outbox and Sent
Items as well as your Archive folder and any other folders you have created. You can also

access Public Folders you have permission to access.
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Exhibit 7 Folders Button Options

Folders _
173 Jane D, Do !

Once you have clicked on the Folders button, you can return to the Shortcuts options by clicking

on the Shortcuts button.

41 CHANGING YOUR VIEW

OWA has a toolbar that includes a View field (shown in the following picture).
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Exhibit 8 Toolbar With View Field

The View field enables you to change the way you view your messages. This section provides
details on the different views you can select.

To begin, click on the down arrow at the end of the View field. A drop-down list appears.

{|BEv Comversation Topic
Unread By Correersation Topic
Sent To

Exhibit 9 View Options

Below is a list that defines each available option. The View option you select will be applied to
the folder you are currently viewing.

e Messages — Select this option to display all messages in the folder.

e Unread Messages — Select this option to only display the messages that have not been read.
e By Sender — Select this option to list the messages by sender.

e By Subject — Select this option to list messages by subject.

e By Conversation Topic — Select this option to list Messages by Topic.

e Unread By Conversation Topic — Select this option to display messages (that have not been
read) by topic.

e Sent To — Select this option to display messages by the individual(s) the messages were sent
to.

Messages listed By Subject, Conversation Topic, Sender and Unread By Conversation Topic
appear in a window like the one shown in the following picture.
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Exhibit 10 Messages Listed by Subject
To view the messages you must:

1. Identify the group of messages you want to view. (For example, if you are viewing the
messages By Subject, you must select a subject from the list. Or, if you are viewing the
messages by Sender, you must identify a Sender from the list.)

2. Click on the plus [+] sign beside the Sender, Subject or Conversation Topic. The list of
messages under the selected item appears.

5. ACCESSING NEW MAIL

Once you launch OWA, you can check for new mail. This section provides instructions on how
to perform this task.

5.1 CHECKING FOR NEW MAIL

1. Ifyou haven’t done so already, log into Outlook Web Access. (See the section in this guide
titled, “Logging Into OWA” for instructions.)

2. Click on the Check for New Messages button (shown below).
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t Stk - @ - ) | et wRaorkes (Preoy |- bl 5 9

|| s ] |% sy
W - B ):LﬁlmﬂWPmﬂﬂ'{:mxﬁmml

Your new messages are placed in your Inbox. New messages appear in a bold font until you open
them.
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S 0 MMCITSFPublic Affaes Retirement Pa_ Thw /232002 1173E ..

Exhibit 12 New Messages In Inbox
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5.2 READING NEW MAIL

There are two ways to read new mail that arrives in your Inbox: You can open the message in a
new window. Or, you can split the Inbox window in half and view the message in the bottom
portion of the Inbox window. This section provides instructions for both methods.

5.2.1 OPENING A MESSAGE IN A NEW WINDOW

1. Login to Outlook Web Access. (See the section in this guide titled, “Logging Into OWA” for

instructions.) The contents of your Inbox displays. Your unopened messages appear in a bold
font.

2. Double-click on a message to read it. The message displays in a new window.

s ity UWA - Mool Ieternet Explores

04 Regly | O Reply 1o a0l W Ferward £ DY X &
From: A dmarastrator Seet: Thu SN0 332 FM

Ta Admaristaaton

(=3

Subgeet:  Accrasng OWA

Attachments:

Yitw Az Wb Pags
Y¥ou can view s meseage a5 8 web pags by chcking on the View A s Web Page butten -
Adnimistrator

)
Exhibit 13 Message Opens In New Window
Note: You can view a message as a web page by clicking on the View As Web Page link.

3. Read the message.

4. When you have finished reading the message, click on the Close button %] to close the
message window.

5. Repeat steps 2 through 4 to read additional messages.
5.2.2 SPLITTING THE INBOX WINDOW

1. Log in to Outlook Web Access. (See the section in this guide titled, “Logging Into OWA” for

instructions.) The contents of your Inbox displays. Your unopened messages appear in a bold
font.

2. Click on the Show/Hide Preview Panel button.

| Fle Bl ves Fmrtm Toss He Sl'IGW'Hi‘.'IE
wbak - = - P G B [SFeees (rsoe | - dE=—2 Preview Panel
| Ackdrian }l_l'lttm;‘,hehadrmc-.nawrrﬂ.'e--r-me:' _] ﬂ e

W Cgt e = 0 Feply O Reply io i o Forveed 55 T % 1) Bl 0 | sew [eonges =
aiii O ¥ouw proswoed exphies bn 4 das. You cen e the Cphons shosicul Lo chenge vour pesswoel -
i From Subsjeri Bpcewwed ©

Exhibit 14 Show/Hide Preview Panel Button
The Inbox window is split in half.
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Exhibit 15 Message Window Split in Half
3. Click on a message.

4. Read the contents of the message in the lower portion of the window.
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Exhibit 16 Read Message in Lower Portion of Window
5. To read additional messages follow steps 3 and 4.

Note: To reply to a meeting invitation, you must open the message by double-clicking on it.

6. MAINTENANCE TASKS

OWA lets you view, read and respond to messages by accessing your mail account on the NMCI
mail server. This is the same mail account that you access when you use Outlook. As you are
aware, you have a limited amount of space on the mail server. However, there are some basic
tasks you should perform to ensure you do not quickly use up your space:

o Immediately delete unwanted mail, and
e Frequently empty the Deleted Items folder,

The following two sections tell you how to perform these tasks in Outlook Web Access.

8 CM#: NMCIL.60061.01.U+1



i
FOHGE Outlook Web Access User’s Guide

6.1 DELETING UNWANTED MAIL

1. Log into Outlook Web Access. (See the section in this guide titled, “Logging Into OWA” for
instructions.)

2. By default, your Inbox displays. Locate the message you want to delete.
Click once (1 time) on the message. The message is highlighted.
4. Click on the Delete button (shown in the following picture).

| a Microsoft Dutlook Web Access - Microsoft Internet Explorer

‘J Fle Edt W¥ew Favorites Tools Help

| @bk - =» - @ | @isearch GaFavortes gHistory | B Sp w5 2

| address [&]
I
‘DM ew ~ | @9 Reply £ Replytoall o8 Forwerd | (25 07 % |
T | % Jane D. Doe : Inhox

* 0% @ From

Exhibit 17 Delete button

The message is moved to the Deleted Items Folder.

J Fie Edt Wiew Favoril
J EBack ~ = - (@ [2)
JAddress I@

Micmﬁ

Shortouts
Folders
EHEY Administeator
—@ Calendar
—‘@ Contacts
¥ Deleted [tems _
i Drafts
B Inhox

—(ﬁ Joumal
{2 Notes

S Outhox

A Sent ltems
7@ Tasks

EHEY Public Folders

Exhibit 18 Deleted Items Folder
6.1.1 RESTORING DELETED MESSAGES

Mail moved to the Deleted Items folder can be restored. However, once you empty the Deleted
Items folder, you cannot restore any messages that were in the folder. To restore a message in the
Deleted Items folder, do the following:

1. Click on the Folders button. Your Folders appear.
2. Click on the Deleted Items folder. The contents of the Deleted Items folder appear.

9 CM#: NMCL60061.01.U+1
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Exhibit 19 Deleted Items

Messages
in Deleted

Folder

3. Click once (1 time) on the message you want to restore. The message is highlighted.

4. Click on the Move/Copy button.

Frif

& dmandstrator Mew NMWCT Laptops

Exhibit 20 Move/Copy Button

The Move/Copy Item — Web Page dialog displays.

| 2 Move,/Copy Item -- Web Page Dialog x|
Move/Copy the selected items to the folder:

B Tane D Doe (814 |

- Calendar
Cancel
H€& Contacts
—@ Deleted Ttems MNew.
—& Drafts
B Inbox
B Tournal
2 Motes
—E Outbox
B Sent Ttems
@ Tasks

Frif/7/2002 11:44 1 KB
=} &dmdnistrator FWAW: Creating & IMessage : Wed 6752002 11: 1 KB
& Pamela Langfor NMCT Rollout Meeting  Wed 67502002 10: 1 KB

KB

Exhibit 21 Move/Copy Item - Web Page Dialog

5. Click on the folder you want the deleted message moved to. (For example, to move the
deleted message to the Inbox, click on the Inbox folder.) The folder is highlighted.

6. Click on the OK button. The selected message is moved to the folder you selected. And, the
Move/Copy Item — Web Page dialog closes.

6.2 PERMANENTLY REMOVING DELETED MAIL

When you delete a message, it is not permanently removed from the mail server until you empty
the Deleted Items folder. Perform the steps in this section to empty the Deleted Items folder.

1. Click on the Empty Deleted Items Folder button.

CM#: NMCL60061.01.U+1
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/3 Microsoft Outlook Web Access - Microsolt Internet Explorer
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Exhibit 22 Empty Deleted Items Folder
A message appears asking if you are sure you want to permanently delete all items in the Deleted
Items folder.

Microsoft Internet Explorer |

@ Are you sure you wankt to permanently delete all the items and subfolders in the Deleted Items folder?
Cancel
Exhibit 23 Are You Sure? Message

2. Click on the Yes button. The messages in the Deleted Items folder are permanently deleted.

7. CREATING, REPLYING TO & FORWARDING MESSAGES

OWA lets you send mail, reply to mail and read new mail. This section tells you how to perform
these tasks.

7.1 CREATING A NEW MESSAGE
1. Log into OWA. (See the section in this guide titled, “Logging Into OWA” for instructions.)

2. Click on the down arrow on the New button (shown below).

£} Microsoft Dutlook Web Access - Microsoft Internet Exp

J File Edit W“iew Favorites Tools Help

J <= Back - = - @ at | @Search (] Farvorites
J Address I@

Micro:

Exhibit 24 New button

A drop-down menu appears.

J File Edit ‘Wiew Favorites Tools  Help
J &Back - = - 7t | Qisearch [FFav
J Address I@ http:ff

Mim NewlT| G4 Reply

Message

@ Appointment
Contact

%) Post in This Folder
] Folder

Exhibit 25 Drop-Down Menu

Shottouts

3. Select Message from the drop-down menu. A new message window appears.
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Exhibit 26 New Message Window

4. Click in the To... field and enter the display name or the e-mail address of the individual(s)
you want to receive the message.

Note: The display name is the name that displays when an individual sends electronic mail from
his/her NMCI mail account. The display name format is typically last name, first name as shown
in the following picture.

E-mail Properkies |

=] —

Litsplay narme: fGafr-:lt, Monigue

E-mai address: | iR Culo-tal (pAl- gUaslid

E-mai bype: ESMT"

T~ Bhways send bo this recipisrt in Microsoft Outlack rich-test Format

[ ] o |
Exhibit 27 Display Name

If you do not know an individual’s display name or e-mail address, you can search the Global

Address List by following the instructions in the section titled “Searching for Names/E-mail
Addresses.

5. Click in the Subject: field. Type a few words to describe the topic being discussed in the
message.

6. Click in the bottom portion of the message window (shown below). Type the message.

untitled - Message - Microsoft Internet Explorer
= send IR sm|.;;i ] !LI ! 4 Options. @
Homal =] | Arial skl BT UE ¥ WS EFEF |
To.. |
Ge.. |
Bec.
Subject:
Attachments:
=
|
=
3] || [ Intmmer 4

Exhibit 28 Bottom Portion of New Mail Message Window

Note: There are additional tasks you can perform before sending a message. For example, you
can mark a message as very important, confidential or personal. Therefore, you may want to read
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the section in this guide titled, “Applying Additional Options To a Message Being Sent” before

you perform the next step.

7. Click on the Send button. The message is sent to the individual(s) you specified.

=] Send Save %‘ 0 Q«‘ L ‘Options... @)
Mo ~] [asiat Al B T uE === = & &=
[
|
Bec.. |
Subject: |
Attachments:

Exhibit 29 Send Button
7.2 REPLYING TO A MESSAGE

The following steps provide instructions on how to reply to regular e-mail.

(The instructions in this section should not be used to reply to a meeting invitation. The
following picture shows a meeting invitation icon and a regular e-mail icon so that you can tell
the difference between the two messages. To reply to a meeting invitation, see the section in this

guide titled, “Accepting/Declining A Meeting Invitation™.)

¢ Reply €% Replytoall o8 Forward| 55 Y %

L] Jane D), Doe : Inhox

Meeting
Invitation ' 0% # From Suhject
lcon Administrator New NMCI Laptops
Regular 2% Adwministrater FW: Creating A Message in OWA
E-Mail 1 3

lcon
Exhibit 30 E-mail/Meeting Invitation Icon

1. Locate the message you want to reply to.

2. Double-click on the message to open it. The message appears in a new window.

3. You can perform one of two actions: You can click on the Reply button to reply only to the
individual(s) in the To... field. Or, you can click on the Reply to All button to reply to the

individual(s) in the To... field and the Cc... field.

A new message window appears with the recipient name(s) in the To: and the Cc: field (if

applicable). Also, the subject is automatically included.
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4. Click in the lower portion of the message window and type the message.

D Untitled - Message - Microsoft Internet Explorer
@ st W5 0 B[ 0 4 sdoptons. &)|
[omat r][ada dezlmesuEEdEEFFE |
To. [
Cr. Il
Hee:, J
Subject:
Attachments:
=
|
j
] | | intemer ¥,

Exhibit 31 Blank Lower Portion of Message Window

Note: There are additional tasks you can perform before sending a reply. For example, you can
mark the reply as very important, confidential or personal. Therefore, you may want to read the

section in this guide titled, “Applying Additional Options To a Message Being Sent” before you
perform the next step.

5. Click on the Send button. The message is sent to the individual(s) you specified.
7.21 PROMPTING OWA TO AUTOMATICALLY REPLY TO MESSAGES

You can prompt OWA to automatically reply to messages while you are in or out of the office.
Follow the steps below to perform this task.

Important: Automatic responses are only sent to users on the NMCI network. This means users

who send mail to you from a workstation not on the NMCI network will not receive an automatic
response.

1. Click on the Options shortcut.

Folderd

Exhibit 32 Shortcuts Options

The Options window displays.
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Fle Edt View Favokes Tock  Heb =
Pk e o D0 A B restm Py e S D P ks
| e [ ez 0 2 Fe
B oy T e
Ahieteuls Ot a1
T oty m e office
T I'm cumemtly out of the offire Message
AxecBiaphy oohy snce in such sender watk the followng bee - Window

F-mail
@ Dk hers 0 motal he labesi version of the Barhangs Mulimedia Conteol.
Diowelond

iIExhibit 33 Options Win(Ijow g

2. Click an option button under the Out of Office Assistant heading. The options are as follows:
— I’m currently in the office; or
— I’m currently out of the office.

3. Click in the Message window (shown in Exhibit 34 above).

4. Type the response you want automatically sent to individuals who send you a message. (For
example, your out of the office message might provide an emergency phone number as well
as the day and time you will return to the office. Your in the office message might indicate
that you are in a meeting all day.)

5. Click on the Save button. The message is saved and the Options window closes. The
response you typed is automatically sent to NMCI users who send you a message.

7.3 FORWARDING A MESSAGE

You can forward a message (that you receive) to someone else. To perform this task, follow the
steps in this section.

1. Locate the message you want to forward.

2. Double-click on the message. The message window opens.
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J Dalivary Status Notification (Delay) - Microsoft Internet Explorer =] 53
9 Reply| €80 Reply to au| [t FDrwaxd‘ ‘ By X | &) ‘
From.  Adminisirater Seat: Tue 6142002331 AM

To Adminisirator
Ce

Bubject:  Delivery Status Notification (Delay)

Attachments:  #,  Attachments may contain viruses or scripts that are harmfil to your computer.

DI oranting A Meseage in OW AR KE)
View As Web Page

This is an automatically generated Delivery Status Notification
THIS [8 A WARNING MESSAGE ONLY.

VOU DO NOT NEED TO RESEND VOUR MESSAGE.
Delivery to the fallowing zecipients has been delayed,

jobn dos@ametisf.com

Exhibit 34 Message Window Appear
3. Click on the Forward button. A copy of the message appears in a new window.

e Click in the To... field and enter the display name or the e-mail address of the individual(s)
you want to receive the message.

Note: The display name is the name that displays when an individual sends electronic mail from
his/her NMCI mail account. The display name format is typically last name, first name. If you do
not know an NMCI user’s display name or e-mail address, you can search the Global Address
List by following the instructions in the section titled “Searching for Names/E-mail Addresses”.

4. Click on the Send button. The message is forwarded to the individual(s) you specified.

8. APPLYING ADDITIONAL OPTIONS TO A MESSAGE
BEING SENT

This section provides instructions on additional tasks you can perform when you create a new
message, reply to a message or forward a message.

8.1 SEARCHING FOR NAMES/E-MAIL ADDRESSES

Outlook Web Access includes a Find Names window that lets you search for a user in the Global
Address List. You can access the Find Names window by performing the steps in this section.

1. Create a new message. (For instructions, see the section titled, “Creating, Replying To &
Forwarding Messages.) A message window opens.

2. Click on the To... button on the message window
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1= dend Save %‘ n %' ¥ ‘Options.. @
|Mommal || Asial j|8 v[Tg BE U = = = 5 LoiEgs
Eiol I
Ecc.. I
Subject: I
Attachments

Exhibit 35 To... Field
The Find Names window displays.

[ Find Names -- web Page Dialog i x|
I
i

‘ Fird [ Reset f Close

| Display name: |

Last name: | Fist name |

Title: | Alizs name |

Company: | Department: |

Office: | City |

Add recipient ta... Elﬂﬂl
Exhibit 36 Find Names Window

3. Click in a field and type the corresponding information. (For example, if you know the user’s
last name, click in the Last name: field and type the user’s last name. Or, if you know the
user’s first name, click in the First name: field and type the user’s first name.)

4. Click on the Find button. The results appear in the lower portion of the Find Names window.
[ x

Aias name: [

Department: |

City: |

dob (o mpany Alias

(703) 5556789 Field Information Services
DS, Inz pamlangford

Add recipient ta... Elﬂkl
Exhibit 37 Find Names Window With Find Results

If more than one name appears in the window, carefully review the information for each
person to identify the person you want to receive the message.

5. Click on a name to select it. The name becomes highlighted.
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6. Click on the applicable button as follows:

— The To button to add the name to the To... field.
— The Cc button to add the name to the Cc field.
— The Bee button to add the name to the Bec field.

Add recipient ta... EIEEI
Exhibit 38 Bottom of the Find Window

The person’s name is added to the applicable field.
7. If desired, add additional names to the message by repeating steps 3 through 6.

8. When you are finished finding names, click on the Close button to exit the Find Names
window.

J Find Mames — Web Page Dialog

i Find Names

Lot nams, | Farst e, [parmels
Title:! | Abias name; I
Company: [ Department! I
Offies: | City: |
Name Phane Office o Company Alias

Exhibit 39 Close button on the Find Window
8.2 REMOVING A NAME FROM THE TO..., CC... ORBCC... FIELD

If you want to remove a name from the To..., Cc... or the Bcc... field, follow the steps in this
section.

1. Locate the individual’s name you want to remove.

2. Click on the name. The E-mail Properties — Web Page dialog displays.
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x

Chrplay Hame: |_'.'.-'as'“|r-;|t|:n. Carol

Exhibit 40 E-Mail Properties — Web Page Dialog

3. Click on the Remove button. The name is removed from the field and the dialog closes.

8.3 MARKING A MESSAGE AS IMPORTANT

Outlook Web Access lets you mark a message as important, which enables the recipient to
properly handle the message once it is received. This section tells you how to mark a message as
important.

1. Create a new message. (For instructions, see the section titled, “Creating, Replying To &
Forwarding Messages.) The message window opens.

2. Click on the Options... button, which is located on the toolbar of the message you are

creating.
‘[m e | ' 3 Dptiu:uns...l 2

Exhibit 41 Options... button on Toolbar

=1 Bend Save

The Message Options —Web Page dialog displays.

il i Message Options -- Weh Page Dialog ) x|

* ~MMessage settings

: Importam:elNormal 'I ¥ Show Ce
- *

Sensitivity I 'I ¥ Show Bee

= Tracking options

I Tell me when this message has been delivered
I Tell e when this messaze has been read

Exhibit 42 Message Options -- Web Page Dialog
3. Click on the down arrow at the end of the Importance field. A list of options displays.

il 3 Message Dptions - Web Page Dialog x|

© ~Iylessage settings

Importance | Mormal 'l IV Show Cc

| Ii,_% Sensitrty Lot ¥ Show Bee
-~ Tracking aptions —|Hi

I™ Tell me when this messaze has been deltvered
I™ Tell me when this message has been read

Exhibit 43 Message Options

4. Click on Low if the message is a low priority message. Or, click on High if the message is a
high priority message. The option you select appears in the Importance field.

5. Click on the Close button X! to exit the Message Options —Web Page dialog.
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8.4 MARKING A MESSAGE PERSONAL, CONFIDENTIAL OR
PRIVATE
You can mark a message as personal, confidential or private. However, OWA does not display
the Sensitivity field. Instead, recipients can only see that a message is marked personal,

confidential or private if they have customized their current view in Microsoft Outlook to display
the Sensitivity field (as shown in the following picture).

I Inbno - Mecrosolt Duthook = =10l =
| fle Edt Wiew Favgries Jook Actions Help

| sttiew - | @ DU | GoRer yRechytodl W Fomad serdRecsve | Prd | (@ i B
9|« BB aE e - D&%

oA [Sensiiviy | 1] [ %] @ Fram [Recerwed ¥ _;I
4

Conlidemtial &% Langlord, Pamela ¥ Tue 625/ 2002 Z:14 P

Exhibit 44 Sensitivity Field in Outlook
Therefore, although you can mark a message as personal, confidential or private in OWA the

mark can only be viewed in Outlook.

1. Create a new message. (For instructions, see the section titled, “Creating, Replying To &
Forwarding Messages.) A new message window opens.

2. Click on the Options... button on the toolbar.

SR @)

Exhibit 45 Options... button on Toolbar

=1 Bend Save

The Message Options —Web Page dialog displays.

E 3 Message Options -- Web Page Dialog 5[

* ~Ivlessage settings

] Iraportance INorma.l 'I ¥ Show Cc
- Sensitivity I YI ¥ Show Bee

~Tracking options

I” Tell e when this message has heen deltvered

I Tell me when this message has heen read

Exhibit 46 Message Options -- Web Page Dialog
3. Click on the down arrow at the end of the Sensitivity field. A list of options display.
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] 3 Message Options -- Web Page Dialog

x|

~Ivlessage settings

[mportance INormal 'I ¥ Show Co
Sensitmity INormal 'I ¥ Show Bee

Momaal

delrvered
I Tell me when this riessage has heen read

Exhibit 47 Sensitivity Options

4. Click on Personal, Private or Confidential (whichever option applies). The option you

select appears in the Sensitivity field.

5. Click on the Close button | X! to exit the Message Options —Web Page dialog.
8.5 GETTING NOTIFIED WHEN A MESSAGE IS READ/DELIVERED

1. Create a new message. (For instructions, see the section titled, “Creating, Replying To &

Forwarding Messages.) The new message is opened.

2. Click on the Options... button, which is on the toolbar of the new message window.

@ Dptiu:uns...l

Send‘ Save S B

Slo e

@ 1

Exhibit 48 Options... button on Toolbar

The Message Options —Web Page dialog displays.

E 3 Message Options -- Web Page Dialog

* ~Ivlessage settings

] Iraportance INorma.l 'I ¥ Show Cc
- Sensitivity I YI ¥ Show Bee

~Tracking options
I” Tell e when this message has heen deltvered
I Tell me when this message has heen read

Exhibit 49 Message Options -- Web Page Dialog

3. Under the Tracking options heading, click on a checkbox as follows.

— Click on the Tell me when this message has been delivered checkbox if you want to be

notified when the recipient receives the message.

— Click on the Tell me when this message has been read checkbox if you want to be

notified when the recipient reads the message.

4. Click on the Close button |2l to exit the Message Options —Web Page dialog.
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8.6 ADDING AN ATTACHMENT TO A MESSAGE

To send a document along with a message, follow the steps in this section.

Note: Before you begin, you must know the path of the file. (The path is the drive, folder and
subfolder (if applicable) that contains the file). If necessary, write the path down on a piece of
paper so that you can easily navigate to the file when the steps instruct you to do so.

1. Create a new message. (For instructions, see the section titled, “Creating, Replying To &
Forwarding Messages.) The new message is opened.

2. Click on the Attachment button (shown below).

 Untitled -- Message - Microsoft Internet Explorer il =10l ]

Dptions...

=] Bend Save L

o,
[Mommal || Asa ll: x| Ty B T U =

1l
1l
|
i
|
¥
i
1+
mi

Exhibit 50 Attachment Button on the New Message Window

The Web Page dialog opens.
x

Choose a file 1o atiach:

Browse... I
Add the file to the list

Attach |

Current file attachmenis

Remove

Exhibit 51 Web Page Dialog
3. Click on the Browse... button. The Choose file dialog displays.

JE— . _ — i
7} — Weh Page Dialog x| |—
T 2lxip
le name: | j Open I
Files of type: |A|| Files ") =] Cancel

Exhibit 52 Choose File Dialog

4. Click on the down arrow at the end of the Look in: field. The Look in: drop-down list
displays a list of available drives and folders.
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Choose file i

2l

Look in:

Local Disk (C:)

| « @k E-

7] Desktop
S| My Computer

=4 3% Floppy (A:)
= C_wK ()

(B My Network Places
£ My Documents

£ Contact Us_files

5] New Eriefcase

52 end user docs on 'Ushrscs102...
52 cacét3$ on Ushrscszr’ (U:)

(21 Directions - The Marriott Ranch. .,
(2 MSM MapPoint - Directions Resu...

File niame: |

2 Open

Files of type:

[0 Files (=)

Cancel

=

Exhibit 53 Look in:

Field Drop-down List

5. Navigate to the file you want to attach to the message. (Use the path you identified for the
file. For example, if the file is located on your H:\ drive, click on your H:\ drive icon. Then
click on the folder and/or subfolder(s), as necessary, to access the file you want to send.)

following picture).

i 33 — Web Page Dialog T i
Choose file

Click on the file you want to attach to the message. The file is highlighted (as shown in the

Look in: |Ei Templates

| « @& ckE-

| 11033
|1 Access
| Binders

(_15preadshest Salutions
Caweb Pages

Blank Presentation

|1 Databases

|1 Desion Templates 97
|1 Letters & Faxes

|1 Memos

|1 Other Documents

1 |21 outiook

|1 Presentation Designs
|1 Presentations

File name [Blart Presentation | Open_|
Filess of type: & Files ) =l Cancel L
|

Exhibit 54 Selected File

7. Click on the Open button. The path and the name of the file appears in the Choose a file to

attach: field.

R TTTESS— =
Close )
Jl Choose a file 1o attach:
[FProgram OfficeATemp pot | Browse. |
B i the file to the List
Attach

B{ N Current file attachments

Exhibit 55 File Name & Path Appears

8. Click on the Attach button. The file name is moved to the Current file attachments area at

the bottom of the window.
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' =l
| Close ()
BN Choose a file to aitach:
i _Browse.|
i
! Attach
il B Current file attachments

1| DBlankPresentahon.pot Remove |

Exhibit 56 File Name Appears Beneath Current file attachments Field
9. Repeat steps 3 through 8 above to attach another file to the message.

Note: Once a file appears in the Current file attachments area of the window, you can delete it
from this area by doing the following:

a. Click on the checkbox on the left side of the file name.
b. Click on the Remove button.

10. When you are finished, click on the Close button |XI to exit the Web Page dialog. The
attachment is added to the message.

= S =l0l =]
SR P = R RUET B B - B A E- T =
[Hormal [ TeasbomFrmm =] [12 2] Ty & Z B E ® W &= = & i®
In M
ge |plmsi
B |lndosdmastoon
Tuphget [Ereseng A Meseags n W
Attachmeres 1 et i)
| =
I =
| ] 6.7 12, Tocs g s st st e St EPAL T T [ ol rtrana

Exhibit 57 Attachment Added To New Message

9. USING YOUR CALENDAR

Outlook Web Access lets you schedule an appointment/reminder to ensure you do not forget
important dates, tasks, etc. You can also schedule a group meeting and send an invitation to the
people who should attend. This section provides instructions on how to schedule an

appointment/reminder for yourself. It also tells how to electronically invite one or more
individuals to a meeting.
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9.1 SCHEDULING AN APPOINTMENT/REMINDER FOR YOURSELF

1. Click on the down arrow beside the New button. The New menu appears.

5 Wew|~ _

£ Megsage

2 Appointment

= Condact i
F.) Post in This Foldes |
B Fnldn i

Exh|b|t 58 New Menu
2. Click on Appointment. The Appointment window appears.

=

&) Done | B Local kranet.

Exhibit 59 Appointment Wmdow'

Note: Verify that the All Day Event checkbox is not checked. If the checkbox is checked, click
on it to remove the check mark.

3. Click in the Subject: field. Type a brief description of the activity. (For example, if you are
placing a dental appointment on your calendar, you may want to type Dental Appointment in
the Subject: field.)

4. Click in the Location field and type where the appointment will be held.

5. Select/enter the date and time the appointment is scheduled to start. The Appointment
window includes 2 fields (shown in the following picture) that enable you to enter this

information.
l 1% Start l 2™ start
Time Field Time Field

Start time: [Wed 6/12/2002 o | ETY | T Al day event

End time: [Wed 6/12/2002 ~||t200 Pt -]

Exhibit 60 Start Time Fields

By default, today’s date displays in the 1st Start time: field. If this date is correct, go to step 9. If
this date is not correct, go to the next step.

6. Click on the down arrow at the end of the 1% Start time: field. A calendar displays.
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1@, Start time: [Thu 662002 =]

| 1

SRR P i € June 2002 =k
EIB

Show lime a5 26 27 128 29 30 31 1
234 5@ 2

9 10 11 12 13 14 15
I6 17 I 1% 20 21 32
33 024 25 % 27 BB
30 B0 BN A R 5 A

Exhibit 61 Start Time: Date Calendar
7. Select the month the appointment is scheduled to begin.

By default, the calendar automatically displays the current month. If the current month is
correct, go to the next step. If the current month is not correct, click on the Forward Arrow

button (shown in Exhibit 63 below) to navigate to the next month. Repeat this action until the
correct month displays.

Start time: [Thu 6/6/2002 Forward
. Arow
End time: = June 2002 > L
(8 [M|T|W|[T|F]

Show time a5 26 27T 28 X 30 31 1
23 4 57 &
00 11 12 13 14 15
16 17 18 19 20 21 22
3024 33 M N XXM
30 PSRN R R RS G

Exhibit 62 Forward Arrow Button

8. Click on the day the event will begin. The selected month and day appear in the 1* Start
time: field.

9. If the appointment will last all day, click on the All day event checkbox and go to step 13. If
this is not an all day event, go to the next step.

10. Click in the 2nd Start Time field.

11. Highlight the time displayed and press the Delete key on your keyboard to remove the
information.

12. Type the time your appointment begins. Be sure to type the hour, a colon, the minutes and
then AM or PM (whichever is applicable). (Your entry should look like the following
sample: 8:30 AM.)

13. View the date in the 1st End Time field. If this is the day the appointment is scheduled to

end, go to step 20. If this is not the day the appointment is scheduled to end go to the next
step.

14. Click on the down arrow at the end of the 1st End time: field. A calendar displays.
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Start time: [Wed 6/12/2002 ~|t1:30 An | T All day event

End time: [Wed 6/12/2002 - ||t200 FrL |
I:‘I"drrinl'::!leld I i nd-Tme
Exhibit 63 End Time Fields

Click on the Forward Arrow button to navigate to the next month. Repeat this action until
the correct month displays.

15. Click on the day the event will end. The selected month and day appear in the 1¥ End time:
field. If you indicated that the meeting is an All day event (in step 9) go to step 20. If the
meeting is not an all day event, go to the next step.

16. Highlight the time displayed in the 2" End time: field.
17. Press the Delete key on your keyboard to remove this information.

18. Type the time your appointment ends. Be sure to type the hour, a colon, the minutes and then
AM or PM (whichever is applicable). (Your entry should look like the following sample:
5:25 PM.)

19. Click anywhere on the Appointment window. This prompts OWA to accept your change.

20. View the information in the Show time as: field. By default, Busy is selected. If this
selection if correct, proceed to the next step. Or, to change the information in the Show time
as: field, click on the down arrow at the end of the field. A list of options displays. Click on

the desired option.
Showr titre as: IBuSY vI

Tentative
Cuat of office

Exhibit 64 Show Time As Drop-Down List
Note: When an NMCI user checks your availability (as shown in the following picture), he/she

is able to determine whether you will be out of the office, busy, etc. based on the option you
select in the Show Time As: field.

fend Bl Gem @ | WP F b | o Recoress | 8 Cued [reinten
Sppointwer] | Arailabilin

Wednsilay, Juns 17, 1000
2.3 & 3 47T 8 F @BHIFI I 4 SET

=

ﬂ Torizirn WPy BWCuaf ol 53 Ha e :h
Ijmln.- Wi, 1 AR :“.Mn-- g

Bt o [ 1 20003 B EE =]

2] tore O Lol nivanet

Exhibit 65 Availability Tab

21. Click on the Save and Close button. The appointment is added to your calendar.
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9.2 SCHEDULING/INVITING INDIVIDUALS TO A MEETING

OWA not only enables you to schedule a meeting, but also it sends an invitation to the
participants and places the meeting on each participant’s calendar when the invitation is
accepted. Follow the steps in this section to prompt OWA to schedule a meeting, send a meeting
announcement and place the meeting on everyone’s calendar.

1.

=] Contact 1
%) Postin This Folder |
|} Folder v

1 i
| B SwowdCloss @ | ZhPame ! b | o Recumence F lvits Attandss &

| Agpoinement | Avaisbisty |

7 Stas ime: [Tt gi6r2002 ~|pwan =] T alday evens
N pod e [T a0z i | Er |

Showtimess  [Fury

=

&) Dore. | B Localirenet

Click on the down arrow beside the New button. The New menu appears.

Exhibit 67 Appointment Window

Note: Verify that the All Day Event checkbox is not checked. If the checkbox is checked, click
on it to remove the check mark.

3. Click on the Invite Attendees button. Additional fields are added to the window.
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=l 5end B Save @ | SPPont| @ | 1 ¥ | & Recumence @k Concel lnvitation) &)
Appointment | Avelabikty
Required.,. |
Optional.. ||
Resources. |

¥ Request Responses
Subject: [

Location: I

Attachments:

St time: [Thu 6/6/2002 I ERD 2| T Al day event

S Eng time: [Thu 6462002 =|koorm =l
Showtmess  [Buay 7|
I |
- |

Exhibit 68 Additional Fields Added to Appointment Window

4. In the Required field, enter the names/e-mail addresses of those who are required to
participate in the meeting. You can do this by performing either of the following steps:

e Click in the Required field and type the display name or the e-mail address of the
individual(s) you want to invite. (You must type a semicolon and a space between each entry
as shown here: Doe, Jane; Doe, John; jsmith@aol.com.)

e Or, use the Find Names window to perform a search. To view instructions for this task, see
the section in this guide titled, “Searching the Global Address List For Names/E-mail
Addresses”.

5. In the Optional field and the Resource field, enter additional participants (if applicable).
Again, either enter the participant’s display name or e-mail address. Or, use the Find Names
window to search for names in the Global Address List.

6. Click in the Subject: field. Type the name of the meeting.
7. Click in the Location field and type where the meeting will be held.

8. Select/enter the date and time the appointment is scheduled to start. The Appointment
window includes two fields that enable you to enter this information. The two fields are
shown in the following picture.

17 Stant 2 start
Time Field Time Field
Start time: [Wed 6/12/2002 | Jt1:30 An | T Al day event

End time: [Wed 6/12/2002 ~|j1200 Pna -

Exhibit 69 Start Time Fields

By default, today’s date displays in the 1st Start time: field. If this date is correct, go to step 12.
If this date is not correct, go to the next step.

9. Click on the down arrow at the end of the 1* Start time: field. A calendar displays.
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1@, Start time: [Thu 662002 =]
[ A
2 time: = Tume 2002 =L

E-ﬂ

Show lime a5 26 27 128 29 30 31 1

234 5@ 2

9 10 11 12 13 14 15
I6 17 I 1% 20 21 32
33 024 25 % 27 BB
30 B0 BN A R 5 A

Exhibit 70 Start Time: Date Calendar
10. Select the month the appointment is scheduled to begin.

By default, the calendar automatically displays the current month. If the current month is
correct, go to the next step. If the current month is not correct, click on the Forward Arrow
button (shown in the following picture) to navigate to the next month. Repeat this action until
the correct month displays.

Spart time: [Thu 67672000 Forward
. Amow
End time: = June 2002 -
: (S [M|T|W[T][F]
Show time as 26 27T 28 X 30 31 1
13457 2

10 11 12 13 14 15
16 17 18 19 20 21 22
3B ¥ N RN
30 BIS B R S

Exhibit 71 Forward Arrow Button

11. Click on the day the event will begin. The selected month and day appear in the 1* Start
time: field.

12. If the appointment will last all day, click on the All day event checkbox and go to step 16. If
this is not an all day event, go to the next step.

13. Click in the 2" Start Time field.

14. Highlight the time displayed and press the Delete key on your keyboard to remove the
information.

15. Type the time your appointment begins. Be sure to type the hour, a colon, the minutes and
then AM or PM (whichever is applicable). (Your entry should look like the following
sample: 8:15 AM.)

16. View the date in the 1* End Time field. If this is the day the appointment is scheduled to

end, go to step 19. If this is not the day the appointment is scheduled to end go to the next
step.

17. Click on the down arrow at the end of the 1*' End time: field. A calendar displays.

30 CM#: NMCL60061.01.U+1



TailE
FOHGE Outlook Web Access User’s Guide

Start time: [Wed 6/12/2002 ~|t1:30 An | T All day event

End time: [Wed 6/12/2002 - ||t200 FrL |
I:‘I"drrinl'::!leld I i nd-Tme
Exhibit 72 End Time Fields

18. Click on the Forward Arrow button to navigate to the next month. Repeat this action until
the correct month displays.

19. Click on the day the event will end. The month and day you selected appear in the 1** End
time: field. If you indicated that the meeting is an All day event, go to step 24. If the meeting
is not an all day event, go to the next step.

20. Highlight the time displayed in the 2" End time: field.
21. Press the Delete key on your keyboard to remove this information.

22. Type the time your appointment ends. Be sure to type the hour, a colon, the minutes and then
AM or PM (whichever is applicable). (Your entry should look like the following sample:
5:25 PM.)

23. Click anywhere on the Appointment window. This prompts OWA to accept your change.

24. View the information in the Show time as: field. By default, Busy is selected. If this
selection if correct, proceed to the next step. Or, to change the information in the Show time
as: field, click on the down arrow at the end of the field. A list of options displays. Click on
the desired option.

Bhowr tithe as:

Tentative
Cuat of office

Exhibit 73 Show Time As Drop-Down List
25. Click on the Availability tab. The Availability window displays.

Error! Not a valid link.

Exhibit 74 Availability Tab

The Availability window lists the invited participates beneath the All Attendees heading. The
Time frame you selected for the meeting appears as a vertical bar. To determine if a participant is
available for the meeting, look at the boxes that correspond with the applicable participant’s
name. If a box falls within the time frame you selected for the meeting, the participant has a
scheduled appointment. You can then match the color of the box against the Availability key.
This enables you to determine if the participant will be out of the office, has scheduled a
tentative meeting, etc. If key participants are busy, you may need to select a new day and/or time
by following steps 8 through 22.

26. Click on the Appointment tab. The Appointment window displays.

27. Click in the Message window and type any additional note you would like the participants to
receive along with the invitation.
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Exhibit 75 Message Window Area

28. Click on the Send button. The invitation is sent to everyone you listed and the appointment is
added to your calendar.

Note: The appointment is added to everyone’s calendar that accepts the invitation.

9.3 SCHEDULING AN APPOINTMENT/MEETING TO RECUR

If you are responsible for managing a team or group meeting that occurs at regular intervals (i.e.,
a staff meeting held the third Tuesday of every month, etc.), you can use OWA’s recurrence
feature. This feature enables you to automatically schedule the meetings, send out the invitations
and place the meetings on the calendar of every participant.

You can also use this feature if you have a series of appointments/meetings that you want to
place on your calendar.

Follow the steps below to schedule a recurring meeting.

STEP 1: CREATE AN APPOINTMENT

Create an appointment. (See the section titled, “Scheduling/Inviting Individuals to a Meeting”.)

STEP 2: CLICK ON THE RECURRENCE BUTTON

"; Untitled - Appointment - Microsoft Internet Explorer T Y [m] S|
i \ -
Appointment I Availability |

Reguired.. | [Pamela Langford, & dministrator
Optional.. I
Resources IJane D.Doe

¥ Request Responses

=] Send [ Save

!3¢| ? 3 | Recurence | @ Cancel Invitation

Subject JNMCT Laptop Training

Location [Blde. 1524, 4th Floor Conf. Room

Exhibit 76 Recurrence Button

Click on the Recurrence button. After you click on the Recurrence button, the Recurrence
Pattern — Web Page dialog displays.
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; Recurrence pattern -- Web Page Dialog

"Appnmtmenl time

Exd: 30PN |

Start: [2:00 PM -l
[~ Recunence pattern
" Daily Regurs every |1 week(s) on
' Weskly I~ Sunday M Mondsy | Tussdsy ¥ Wednesday
" Moty [ Thorsday I Friday I Saturday
» Fearly
~ Range of recurrence
Start: |Wed 671202002 j o Mo end date

" End after: [10 accurtences

© End hy: | Thu 911202002 -

OK | Cancel | Reruove Recurrence I

x|

Exhibit 77 Recurrence Pattern -- Web Page Dialog

Beneath the Appointment time heading, the Start and End times automatically appear in the

applicable fields.
STEP 3:

SELECT A RECURRENCE PATTERN.

1. Locate the Recurrence pattern section of the dialog. As shown in the following picture, the
Recurrence pattern section is divided into two frames.

Frame 1

Appointment tiroe

3 Recurrence pattern -- Web Page Dialog

—

tart: [200 P - Ead: [230FM El
Recurrence pattern
" Daily Repurs weryl1 weekis) on
" Weekly I™ Sunday M Morday [~ Tuesday ¥ Wednesday Frame 2
" Monthly I Thusdsy [ Friday [ aturdsy
o Yearly
i~ Range of recurrence
Staat: [Wed 61272002 -l ' Mo end date
 End after: IlU OCCULIENCES
€ Endby: [Thu 9122002 -]

OK | Cancel | Bemove Recurrence |

Exhibit 78 Recurrence Pattern -- Web Page Dialog Has 2 Frames

Frame 1 lists 4 option buttons as follows: Daily, Weekly, Monthly, and Yearly. The option
selected in Frame 1 determines what appears in Frame 2. For example, in the above picture,
Weekly is selected in Frame 1. Therefore, weekly options appear in Frame 2. If Daily had been
selected in Frame 1, daily options would appear in Frame 2.

2. Review the information in the following table to determine the Recurrence pattern you want
to use. Then, follow the corresponding instructions (located in the table beneath the Read

This Section heading).
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If this option is

selected in Frame 1...

These options appear in
Frame 2

Read This Section

Becurrence pattern -
[f" Daly

16 Byeyls days)

20C Erery Weekday

Section 8.3.1 Using the Daily
Option Button.

|

Recurs every |1 weelz) on

I™ Sunday [ Ilonday [ Twasda;rr Wed

Section 8.3.2 Using the
Weekly Option Button.

™ Thusday M Friday I Satu
"R.e-:uneru:e pattern — 1 Dgylm Ufmr}-’ll m Section 8.3.3 Using the
% Plonthly : Monthly Option Button.
Monthly 20 Thﬁ_lﬁmtj IFnﬂﬁYj l:lf'e.fverj,rll_ s
Becwrrence pattern—— = Section 8.3.4 Using the Yearly
[r: ey 1 € e l[is Option Button.

2 C The|thid x| |Fridey =] of|Tume |

Exhibit 79 Recurrence Pattern Options
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9.3.1 USING THE DAILY OPTION BUTTON

The Daily option includes two selections, as shown in the following picture.

16 Buery[s dayls)

20 Every Weekdaw
Exhibit 80 Daily Options
Using Option 1

1. To begin, click on the first option button. (This option has the number 1 beside it in Exhibit
81 above.)

2. Click in the field and type the number of days between each meeting. For example, if every
meeting is to occur every fourth day, type 4 in the field (as shown in Exhibit 81 above).

Using Option 2

Click on the Every Weekday option button, if the meeting will occur every weekday. This
means no meetings will occur on the weekend.

9.3.2 USING THE WEEKLY OPTION BUTTON

The Weekly option includes one selection that has two parts.

Fecurs every ll _ Recurs every Field

B Sunday B Ilonday [ Tmsaﬂy!" Wednesday

™ Thusdsy ™ Friday I Saturday
Exhibit 81 Weekly Options

1. To begin, click in the Recurs every field. Type the number of weeks that will pass before
each meeting occurs. For example, if the meeting will occur every week, type 1 in the field.
Or, if the meeting will occur every other week, type 2 in the field.

2. Next, click on a checkbox to indicate the day the meeting will occur. For example, if the
meeting will be held on Friday, click on the Friday checkbox.

Exhibit 82 includes the details for a meeting that occurs every week on Friday.
9.3.3 USING THE MONTHLY OPTION BUTTON

The Monthly option includes two selections, which are discussed in this section.

¥ Day |14 waerj,rll tnohthis)
T]f'l.E_lﬁISt j IFﬂﬂﬂY j Df'nwerj,ril tronths)

Exhibit 82 Monthly Options

Selection 1

Selecion 2

Selection 1 Instructions

1. Click on the first option button (shown below).
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-(: Dy |14 of every Il month(s)

Exhibit 83 Monthly Options
2. Click in the Day field.

Day Monthis)
Field Field
&+ Day|l4 of every |1 monthis)

Exhibit 84 Day Field & Month(s) Field
Type the day the meeting will occur.
4. Click in the Month(s) field.

5. Type the number of months between each meeting. For example, if the meeting will occur
every month, type 1 in the Month(s) field. Or, if the meeting will occur every other month,
type 2 in the Month(s) field.

Exhibit 85 shows the entries for a meeting that will occur on the 14th day of every month.

Selection 2 Instructions

1. Click on the second option button, shown below.
g TthﬁISt j IFﬁﬂﬂE.f j Df'werj,rll taonthis)
Exhibit 85 Second Option Button Selected

2. Click on the down arrow at the end of the Week field.
Week Day Month

£ ThglﬁISt ¥ IFﬁd&Y j of every |1 roonthis)
Exhibit 86 Week/Day/Month Fields

A list of options appears.

Exhibit 87 Week Options

3. Select the option that indicates the week the meeting will occur. For example, if the meeting
will occur the first week in every month, select first. If the meeting will occur the last week
in every month, select last.

4. Click on the down arrow at the end of the Day field. A list of options appears.
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Ilonday i I
dayy

weelkday
weekend day

Su.ndaé I
Tuesday
Wednesday
Thursday
Friday
Saturday
Exhibit 88 List of Days

5. Select the day the meeting will occur.

6. Click in the Month field and type a number to indicate how often the meeting will occur. For
example, type 1 if the meeting will occur every month. Or, type 2 if the meeting will occur
every two months.

The following picture shows the information for a meeting scheduled for the first Friday of every
month.

o The_IﬁISt j IFﬂﬂﬂF j u:-f'e‘.-'erj,rll month{s)
Exhibit 89 Meeting Schedule
9.3.4 USING THE YEARLY OPTION BUTTON

Yearly includes two option buttons, as shown in the following picture. The following paragraphs
tell you how to use these two options.

Option
Button 1

& Eyery| bugust ]2

(= The|fist v|[Fridy  [>|offsugust =]
Option
Button 2

Exhibit 90 Yearly Option Buttons
Using Option Button 1

The first option button, shown below, enables you to select the month and day you want the
meeting to occur every year.

Note: If you do not want any of the meetings to occur on the weekend, you may want to use the
instructions in the next section titled, “Using Option Button 2.

Exhibit 91 First Option Button

1. To begin, click on the first option. The option becomes selected (as shown in Exhibit 92
above).

2. Click on the down arrow at the end of the Month field.
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Muntll lﬁlay

& Byery [Tune 7] 14

Exhibit 92 Month & Day Fields

A list of months display.

" The | t|Febmuay  «
= [Blarch

Lyl

Mag
July
L ugst
“|Septermber
October
Mowverber |
Decerber

Exhibit 93 List of Months

3. Click on a month. (The month you select indicates the month the meeting will be held on
every year.)

4. Click in the Day field and type a number to indicate the day the will be held.

Using Option Button 2

Note: Before you begin performing the steps in this section, you may find it helpful to read all of
the steps first to understand the approach being used to schedule the meetings. Then perform the
steps while reading the instructions the second time.

1. To begin, click on the second option button, shown below.

G The[fist ~|[Frdey  x]of[augst 7]
Exhibit 94 Second Option Button

This option includes 3 fields as shown in the following picture.

& The|fist x| |Friday ~of| ugust >

1™Field 2™ Field 3™ Fiel
Exhibit 95 Three Fields
2. Click on the down arrow at the end of the 1st field. A drop-down list displays
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Exhibit 96 1st Field Drop-Down List

3. Select one of the options from the list.

4. Click on the down arrow at the end of the 2™ Field. A drop-down list displays.

& The|fest  7||Frdy  7|of|sugst 7|
dayy
weekday
weekend day
Sunday
_—_—— Ilonday
j Tuesday
Wednesday

[ Thursday 0

T2

Exhibit 97 2nd Field Drop-Down List
5. Select the applicable day of the week.
6. Click on the down arrow at the end of the 3™ field. A list of months display.

(% The|fmst =||Friday 7| of| ugust 7]
Jaruary -]

February
Ilateh

Lupril

—_— JLER
j w Mo end date Ju.ng

Jul:
© Eudaper [10 AR

Septerher |
R
Exhibit 98 3rd Field Drop-Down List

7. Select a month. The month displays in the field.

Outlook Web Access User’s Guide

Note: In Exhibit 99, the fields display information for a meeting that occurs the first Friday of

every August.
STEP 4: SET THE RANGE OF RECURRENCE.

Lastly, you will indicate the Range of recurrence. This option enables you to indicate a stopping

point for the recurrence of meetings.

1. To begin, locate the Range of recurrence heading.
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Stat: [Fri 8212002 | % Hg end date
" End after: IlU— oCCuttEnces
' Endly: [Sat 117272002 |

Exhibit 99 Range of recurrence

2. Select a stopping point to indicate the last meeting that should be placed on your calendar/the
recipients’ calendar (whichever applies). Three option buttons are available as follows:

— No end date: Click on this option button if an ending date for the appointment/meeting
has not been indicated. The appointment/meeting will automatically be placed on the
calendar indefinitely. (For example, if you schedule a series of meetings to occur the first
Monday of every August, the meeting will be placed on the calendar every year until you
add an end date.)

— End after ___ occurrence — Click on this option button if you want to indicate how
many appointments/meetings should be scheduled. (For example, use this option if only
10 appointments/meetings should be placed on the calendar.) To use this option, click on

the End after occurrences option button. Then, click in the End after field (shown
in the following picture) and type the number of meetings that should be scheduled.
(" End after |10 OCCUIEHOES
End after
Field

Exhibit 100 End after field

— End by: - Click on this option button if you want to indicate an ending date. To
use this option do the following:

a. Click on the End by option button.

' Endhy: [Sat 11/2/2002 j
Exhibit 101 End by Option Button
b. Click on the down arrow at the end of the field. A calendar displays.

c. If the current month is correct, go to the next step. If the current month is not
correct, click on the Forward Arrow button (shown in the following picture) to
navigate to the next month. Repeat this action until the correct month displays.
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Exhibit 102 Forward Arrow Button

d. Click on the day the recurrence should end. The selected month and day appear in
the field. No meetings are placed on the calendar after the date you specify.

STEP 5: CLICK ON THE OK BUTTON.
Click on the OK button to accept your changes.

9.4 MODIFYING A MEETING INVITATION/APPOINTMENT

1. Click on the Calendar icon (shown in the following picture).

Fle Edt Wew Favkes Took  Help
| #ebok - 4 - [ 4| Dsoach [WFovortes ritor | B S B -
| Aderess {7 hetgs: fwabmad, vcl nary. mifcccharsgel
i Repiyio sl W Foreard 28 B3 X (3 B

kaans shosieist ba chany

Exhibit 103 Calendar Button

(For additional information on viewing your appointments/meetings, see the section in this guide
titled, “Viewing Your Calendar/Appointments”.)

2. Locate the meeting/appointment you want to modify.
3. Double-click on the meeting/appointment.

If you did not set a Recurrence Pattern for the appointment/meeting go to step 4. Or, if you
did set a Recurrence Pattern for the appointment/meeting a dialog appears asking if you want
to open this occurrence of the meeting or the entire series. Proceed to step a below.
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. Open the seties
oK | Cancel |
Exhibit 104 Recurring Appointment Dialog
a. Click on the Open this occurrence option button if you only want to change the meeting

you selected. Or, click on Open the series option button if you want to change all of

recurring meetings associated with the meeting you selected.

b.

The meeting/appointment opens in a new window.

Click on the OK button and go to step 4.

D httpe// 169.254,12.75 exchonge fdoe, Calendar/ {DEGF TROE-563C-4032-D600-65003 =10 x|
& Save wd Close| = Send Updace. @ | CFrne % |, ! & | X Recumence &
Apgointment | Avadabilty

Regued . | Esmela Langford, &
|

L
| MEREET||
¥ Request Basponses
Subject I
Losaticn [

Attechments;
@) Stast time: [Wad 6/122002 J 2100 FM ;] ™ Al day wvert
5 Endume: [Wed 6122002 =|lz30 P =l
Showtme s [ouy 2]
=
=

Exhibit 105 Meeting/Appointment Windo

4. Make the desired changes.
5. Click on the Recurrence button to change the recurrence options.
6.

send an updated message to all recipients.

Once you have finished making the necessary changes, click on the Send Update button to

Note: If you do not want to send an update, click on the Save and Close button. This action

saves the updates and closes the window.

9.5 ACCEPTING/DECLINING A MEETING INVITATION

When you receive a meeting invitation, the invitation arrives in your Inbox. To differentiate
between regular e-mail and a meeting invitation, look at the icons shown in the following

picture.
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Meeting

Invitation 0% 8 From Suhiect

lcon Administrator New INMCI Laptops
Regular Adwministrater FW: Creating A Message in OWA
E-Mail L

lcon

Exhibit 106 Meeting Invite vs. Regular E-Mail Icon
The following steps tell you how to reply to a meeting invitation.

1. To begin, double-click on the meeting invitation to open it. The meeting invitation appears
in a new window.

7 New NMCT Laptops - Microsoft Internet Explorer T I [
 Ascept| P Tentative| X Decline ‘ x ‘ &
| From  Admimstrator Senk  Fr6/7/003 1143 AN

R Tane D. Doe; Pamela Langford
| Subject: New NMICI Laptops

Location: Bldg. 3345 West Wing
When:  Friday, June 07, 2002 10:00 AM-10:30 AN
Attackments:
View Ag Web Page

TypeSingle Meeting

Crganizer.A dministrator

Start Time:Friday, June 07, 2002 10:00 AN
End Time Friday, June 07, 2002 10:30 AM
Time Zone-Eastem Time (173 & Canada)
LocationBldg. 2343 West Wing

Exhibit 107 Meeting Invitation
2. Read the invitation.

3. Click on the applicable button as follows:

¥ Decline

3%

Exhibit 108 Buttons On Top of Window

v Accept‘ ? Tentative

— Accept — If you will attend the meeting.
— Tentative — If you plan to attend, but cannot make a definite commitment.
— Decline — If you do not plan to attend.

A new message window automatically opens after you click on the Accept, Tentative or Decline
button. The To... and Subject: fields are automatically completed.
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Attachments:
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E

Exhibit 109 Meeting Invitation Response
4. Add additional information to the message window.

5. Click on the Send button.

Note: If you clicked on the Accept or Tentative button in step 3, the meeting is automatically
added to your calendar and the invitation is removed from your Inbox. Once this occurs, you can
view the message (and related attachments) by locating the meeting/appointment on your
calendar and double-clicking on it. The invitation opens.

9.6 VIEWING YOUR CALENDAR/APPOINTMENTS

This section tells you how to view the appointments/meetings on your calendar. OWA provides a
daily, weekly and monthly view of your calendar. This section also includes instructions on how
to switch between these views.

1. Click on the Calendar shortcut. The Calendar window appears, as shown below.

“Outigel,_ T A X a0 E &
I

EoderJuce 07, 00 4 luezmz b
e ot
2 3 ﬂ.;

1

New RMGT Leplops (B 2345 West Wing) |

Feliders

Exhibit 110 The Calendar Window

By default, the Calendar window automatically displays a journal for the current day. The
following paragraphs provide additional information about the calendar feature.

The Calendar toolbar includes three buttons that enable you to change the way you view your
calendar.

44 CM#: NMCIL.60061.01.U+1



Sl
FOHCE

Outlook Web Access User’s Guide

Cver - | X B [@ @ @
Exhibit 111 Calendar Toolbar

The following table includes details about each of the buttons on the Calendar toolbar.

Button to Click

Result Picture of Result

Click on the 1
button on the
Calendar toolbar.

m

Appointments for a
single day display.

“Outiggl, e A X @mmmm

Bl HMED Laptopa g, 243 Wit Wieg)

Click on the 7
button on the
Calendar toolbar.

Appointments for the
entire week display.

Click on the 31
button on the
Calendar toolbar.

Lol

Appointments for the
month display.

2. To view the details of a specific meeting/appointment, double-click on the
meeting/appointment. The meeting/appointment opens in a new window, as shown below.

ERC T T T — o]
¥ Aerep] B T 3¢ Dvtee G| X | @
From Admaurriice

e 422003 11 40 AME
T Juna D T, Pamsds Laraghord
Bubgest How HMCI Lpteps

Letaion: Etdg T085 Wor Wing

When  Frsbay, o OF, 250 1000 AM.1030 AM
Amuctmarsr

=
Exhibit 112 Meeting/Appointment Window
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